Portsmouth, Virginia Police Department 
General Orders Manual 


Dress Code and Grooming Standards ADM | 17 
Effective: 03.29.13 10 pages 
Supersedes: | 05.01.06 | CALEA: 22.2.5, 22.2.1, 41.3.4 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish dress and grooming standards for Portsmouth Police Department employees. 


POLICY: Portsmouth Police Department employees will present a neat, clean, and professional image 
which promotes safety and instills pride and dignity. 


PROCEDURES: (22.2.5) 


I. General: Uniformed police officers are highly visible representatives of the department and the City, 
whose discipline, efficiency, authority, and respect are judged, in part, by the manner in which they 
carry themselves, and the pride they take in their uniform appearance. 


A. Uniform - Sworn Officers: All sworn personnel will maintain a basic police uniform. A high 
standard of dress is stressed through properly fitted, clean, serviceable, and pressed uniforms. 
All personnel wearing the uniform will be aware of their appearance by not keeping bulky items 
in their pockets, and by keeping all buttons and zippers fastened, neckties properly worn, metal 
surfaces shined, and leather surfaces cleaned or polished. 


1. Officers will mix no part of the police uniform with civilian attire or other non-issued items 
of clothing, except as specifically authorized herein. (41.3.4) 


2. Whistles: Itis mandatory to have easy access to the police issued whistle. 


3. Jewelry: Officers may wear conventional rings, bracelets and watches provided that they do 
not detract from the professional image projected by the uniform, or interfere with the 
officer’s ability to properly utilize his or her equipment. Female officers may wear small 
post earrings with the police uniform, and are limited to one in each ear. If worn, earrings 
shall be in both ears. Male officers will not wear earrings. Visible necklaces are prohibited. 
All other jewelry items, including but not limited to, visible body piercings are prohibited. 


4. Traffic Vests: Officers will wear traffic vests during traffic duty or during other periods 
when high visibility is desired for safety reasons. They may be worn over a shirt, jacket, or 
rain gear, as needed. 

5. Bulletproof Vests: Wear of bulletproof vests is prescribed in ADM-49 — Body Armor. 

6. Undershirts: It is permissible to show navy blue or black undershirts above the open collar 


when wearing either the long or short-sleeved navy blue uniform shirt. Department approved 
navy blue or black mock-turtleneck shirts are permissible under the long-sleeved navy blue 
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uniform shirt. If any other color undershirt is worn, no part of the undershirt will show above 
the open collar or below the sleeves. 


7. Sunglasses: Wearing of sunglasses is optional. Both the design and color of the frame and 
lenses must project a professional image. Mirrored lenses are prohibited. 


8. Gloves: Any gloves worn with the uniform must be black and be of such type that they will 
not interfere with the use of any issued equipment. Fingerless gloves may only be worn by 
specialized unit members, as authorized. Officers may wear high-visibility gloves when 
directing traffic. Mittens and sap gloves are prohibited. 


B. Headgear 


1. Service Cap: The service cap consists of the basic rim/visor with blue cloth cover, metal 
police shield, and chinstrap. Patrol officers and Detectives will wear the silver shield and 
black chinstrap. The Honor Guard and Sergeants and above will wear gold shield and gold 
chinstrap. The ranks of Chief and Assistant Chief will have two arcs of oak leaves, 
embroidered in gold, on the visor. No other items are authorized to be on the cap. Rain 
covers must be clear, black or dark blue. As part of the Class A uniform officers will wear 
service caps at formal occasions including parades, departmental funerals, formal 
inspections, and other events designated by the Chief of Police. Otherwise, wearing of the 
cap is optional. Since the service cap is a readily identifiable feature of a police officer, and 
as a Safety measure, wearing of the cap is strongly recommended during periods of reduced 
visibility, inclement weather, and during traffic duty. When worn, the service cap will be 
positioned straight on the head so that the bottom round edge creates a straight line around 
the head and parallel to the ground. 


2. Cold Weather cap: Officers may wear either the issued plain black watch cap or fur lined 
cold weather cap during periods of very cold weather. If the fur lined cold weather cap is 
worn, the police hat shield will be affixed straight and centered on the front flap. Officers 
may wear the plain black watch cap with class B or class C Uniform, but will not wear it with 
the class A uniform. 


3. Helmets: Helmets will be worn as required by specific assignments. Riot helmets are 
authorized during periods of civil unrest. 


4. Ball Caps: Officers may wear baseball style caps during special projects. The ball cap will 
not be worn with the Class A uniform. Wearing of the ball cap is optional with Class B or C 
uniforms. Officers will not wear the department issued ball cap off duty, except when 
engaged in department-sanctioned employment and will not wear the ball cap for routine 
patrol operation. 


C. Footwear 


1. Shoes/Boots will be maintained to present a professional appearance and meet inspection 
standards. The department may issue Class A, formal dress shoes, however, officers are 
allowed to wear other shoes with the Class B or utility uniforms provided those officers 
purchase the alternate shoes at their own expense. The alternate shoes must meet the 
following criteria: 
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Shoes must be black, plain toed. 

Shoes must be made of leather or leather-like material. 
Shoes may be low-cut, Chukka boot, or boot styles. 
The lacing of the shoes must not extend to the toes. 
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2. Socks: The visible portion of socks worn with the uniform will be black. 


D. Jackets: Officers will wear only department issued or approved jackets. Alternate, approved 
jackets may be purchased at the officer’s expense. 


1. The metal badge, or the cloth badge, will be placed over the left breast. The only authorized 
patches on jackets are the department shoulder patch and the badge patch. The shoulder 
patch will appear on both sleeves, one inch down from the seam of the epaulet and centered. 
Sergeants who have already affixed chevrons to their jacket sleeves may continue to wear 
them, however, new Sergeant jackets will not have chevrons affixed, unless the individual 
officer purchased the jacket. 


2. Sergeants and above may wear their rank insignia on the epaulets, with the outside edge 34” 
from the outside seam of the epaulet. 


3. Thermal vests, if worn, must be black or navy blue, must be worn underneath the heavyweight 
coat, and must not be visible during normal wear. 


E. Raincoat: Officers may only wear the department issued raincoat. 


F. Line Officer’s Blouse: Line Officers will wear the blouse fully buttoned and when outdoors, 
they will wear their service cap. Rank insignia emblems will be placed one (1) inch from the 
outside seam of the epaulet and over the “K” stitch. Cuff braids will be gold, and will be % inch 
wide. Each braid will be separated by 1⁄4 inch of blouse material. The bottom of the lowest braid 
will be three inches from the bottom of the sleeve. Cuff braids will be worn as follows: 


Lieutenant - one braid 
Captain - two braids 
Assistant Chief - three braids 
Chief - four braids 


B0 ede 


G. Sweaters: Officers may wear sweaters with the police uniform provided that the sweaters 
conform to the following guidelines: 


Must be purchased at the officer’s expense. 

Must be an approved Police/Military style and project a clean, neat, professional appearance. 
Must be V-neck. 

Must be dark navy blue in color. 

Must have epaulets and twill fabric shoulder and elbow reinforcements of the same color as 
the sweater. 

6. Officers may wear the approved sweater without a tie during routine patrol and/or other 
assignments as weather necessitates. If an officer chooses to wear the sweater during a court 


Sc cal eas 


ADM-17 Dress Code and Grooming Standards (03.29.13) Page 3 of 10 


appearance or a formal occasion the officer must wear a tie. Line officers may elect to wear 
a white shirt. 

7. Must be worn so as not to conceal or interfere with the officer’s ability to access his or her 
equipment. 

8. The police metal badge will be positioned on the left side, and the metal nametag will be 
positioned on the right side. Both the badge and the nametag will be positioned so as to 
project a symmetrical, balanced appearance. 

9. *A department-issued embroidered (cloth) police badge may be sewn on the left side 
sweater breast and a cloth name patch positioned on the right side sweater breast. The name 
patch will consist of a black background on which the name is embroidered in 3/8 inch-high 
block letters. The stitching will match the color of the badge. 

10. *The department shoulder patch and rank insignias are worn on the shoulder epaulets. The 
department shoulder patch will appear on both sleeves, centered on the epaulet and one inch 
down from the shoulder seam. Specialized Units may utilize a department-approved 
alternative shoulder patch on the left shoulder. 

11. No other pins, patches or markings will be worn on the sweater. 


*Required Department patches will be provided, however officers will have them appropriately 
affixed at their own expense. 


H. Trousers: Officers will wear only department issued trousers with the uniform. Pocket flaps 
should remain fastened when not in use. The front of the trouser legs should just touch the top of 
the shoes; the back of the trouser legs should drop % inch lower than the front trouser legs. 
Officers will wear only black belts with the uniform trousers to match the leather gear. 


I. Leather Gear: Officers will wear only department issued or approved leather gear and affix only 
department issued or approved items to it. All leather gear and metal surfaces will be polished. 
The unpainted metal surfaces on the leather gear and metal accessories worn by Sergeants and 
above will be gold. The type of assignment dictates leather gear configuration. Placement of 
equipment on the leather gear is generally determined by each officer’s comfort and accessibility 
to equipment. Officers must observe the following guidelines: 


1. Patrol Configurations: 


a. The sidearm will be carried in a department approved holster. 

b. Ammunition pouch(es) will be appropriate to the weapon carried. Officers should place 
their ammunition pouches on the side of the body opposite the shooting hand, in a 
manner that will allow retrieval of the magazine(s) from the top or side of the pouch(es). 

c. The aerosol subject restraint (ASR) canister may be placed anywhere on the belt. 
However, it is strongly encouraged to carry the ASR holder on the strong side, in front of 
the sidearm. 

d. The ASP baton will be carried in the scabbard, either on the weapon side or the reaction 
side of the duty belt. 

e. A radio holder or clip will be worn on the side opposite the shooting hand, either in front 
or behind of the ASP baton scabbard. The radio holder must not interfere with access to 
the ASP baton. 

f. Officers will wear the Conducted Energy Device (CED) in an approved holster on the 
side opposite their firearm. 
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g. Officers will carry handcuffs in appropriate cases, in a position that allows easy retrieval 
with the non-shooting hand. 

h. Placement of other department issued or approved items are at the officer’s discretion. 
However, access to the sidearm, ASP baton, CED, aerosol subject restraint (ASR), radio, 
and handcuffs must remain unrestricted. 

i. Department issued belt keepers may be worm to fasten the leather gear to the trouser belt. 


2. Administrative Configuration: Sworn personnel assigned to administrative duties who report 
for duty in uniform may carry their sidearm in administrative holsters. Other items worn will 
be placed on the belt in accordance with the guidelines for patrol configuration. 


J. Neckties: Officers will wear ties with the long-sleeve shirt ONLY. They will be kept clean, 
pressed, and properly positioned on the collar. Service pins and/or the department miniature 
badge tie-tack are the only authorized tie tacks to be worn with the police uniform. To promote 
officer safety, neckties will be of a breakaway style, either clip-on or Velcro-closure. 


K. Shirt: Uniform patrol officers may choose to wear either long or short sleeve shirts while on 
duty. Normally, the sleeves of both shirts will not be rolled up. 


1. Sleeves: The department shoulder patch and chevrons (as required) are to be worn on the 
shirtsleeves. The department shoulder patch will appear on both sleeves, centered on the 
epaulet and one inch down from the shoulder seam. Specialized units may utilize a 
department-approved alternate shoulder patch on the left shoulder. Sergeants will wear gold 
chevrons, which will be centered and positioned five inches from the shoulder seam. Other 
authorized patches include: 


a. Service stripes may be worn on the left sleeve of the long sleeve shirt. Each stripe will 
represent four years of service. The bottom bar will be centered and positioned one inch 
above the cuff seam. Patrol officers will wear silver stripes and Sergeants and above will 
wear gold. Wearing of the service stripes is optional. 

b. Specialized patches to indicate officer achievement or assignment to a specialized unit 
may be worn as authorized. 


2. Collar: Collar devices will be centered 1/2 inch from the front edge of the collar. Uniformed 
personnel will wear the devices as follows: Patrol officers will wear the PPD bars parallel to 
the neckline. Sergeants will wear gold chevrons. Lieutenants will wear single gold bars. 
Captains will wear double gold bars. Sergeants, Lieutenants, and Captains will wear the 
devices perpendicular to the neckline. The Assistant Chief will wear silver oak leaves and 
the Chief of Police will wear gold eagles. 


3. Left Front Side: On the left side of the shirt officers will wear the badge, nametag, and pens. 
The badge will be secured in the badge holder over the left pocket flap. It will be centered 
both vertically and horizontally. Each nametag will bear the officer’s initials and last name, 
with a period placed after each initial. Patrol officers will wear silver tags and Sergeants and 
above will wear gold. 


4. Right Front Side: On the right side of the shirt officers will wear only authorized special unit 
pins for units to which they are currently assigned, service awards, and/or decorations. 


Officers may not wear more than two the specialty pins or tags. A master list of authorized 


ADM-17 Dress Code and Grooming Standards (03.29.13) Page 5 of 10 


pins and tags is maintained and can be viewed at the Property Management Unit. A number 
of tag and pin combinations may exist depending upon an officer’s training and special 
assignment. The officer may decide which two badges or pins to wear on the right pocket 
flap in the following manner. 


a. If only one fixture is worn, either a tag or a pin, it will be centered vertically and laterally 
on the pocket flap just above the button. 

b. Ifa combination of one tag and one pin is worn, the tag will always appear on the outside 
half of the flap and the pin will always appear on the inside half. Both fixtures will be 
centered vertically and laterally on the half of the pocket flap on which they appear. 

c. If two tags of equal size are worn, they will be one above the other and centered between 
the button and the top seam of the pocket flap. If one tag is smaller, it will appear above 
the larger tag. 

d. If two pins are worn, they will each be centered vertically and laterally on the half of the 
pocket flap on which they appear. 


5. Service Ribbons and Medallions: Service ribbons will be displayed only on the uniform 
patrol shirt and line officer’s blouse. Medallions are issued to serve as keepsakes of special 
occasions. They will not be worn with any police uniform, except at the time of presentation 
or other appropriate occasion. 


a. Ribbons, either single or multiple, will be mounted over the right breast pocket on the 
uniform shirt and just touching the uppermost seam of the pocket. The first row of 
ribbons will contain up to three ribbons. Subsequent ribbons will be placed on the second 
row. Regardless of the number of ribbons acquired, they will be centered over the 
pocket. 

b. Position over the pocket will depend on the value of the ribbon(s), so that the ribbon with 
the most meaning and merit will always appear closest to the heart and, when 
appropriate, above other ribbons. The order of precedence of the ribbons is found in 
ADM-43 — Police and Citizen Awards. 


L. During periods of extreme weather such as extreme cold, flood conditions, hurricane situations, 
snow or heavy rainfall, etc., Unit Commanders may authorize appropriate deviations from the 
dress code for that specified period of time. Unit Commanders are the determining authority. 


II. Uniform Classifications 


A. Class A (formal events): 
1. Lieutenant and above: Service cap, long sleeve white shirt, tie, dress blouse, and formal 
dress shoes. 
2. Sergeant and below: Service cap, blue long sleeve shirt, tie, and formal dress shoes. For 
inclement weather, the heavy weight coat or lightweight jacket may be worn. 


B. Class B (standard duty, patrol): 
1. Lieutenant and above: Service cap, blue or white shirt (short or long sleeve), alternate 
footwear. 
2. Sergeant and below: Service cap, short or long sleeve shirt, alternate footwear. 


C. Class C (work, utility, specialty uniform): 
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1. As designated by assignment. 

2. Optional items include, but are not limited to jumpsuits, bike uniforms, work shirts, fatigues, 
specialized headgear, or police baseball caps. Specialized plainclothes units may use ball 
caps as identification, when worn with raid jackets. 


D. Unless otherwise notified by their respective commanders, officers in Uniform Patrol or 
administration will wear either the Class A or Class B uniform. 


E. Special Uniforms: Due to the nature of specific assignments, certain units will generally wear 
special uniforms. The specifications for wearing such uniforms will be listed in each unit’s 
operation manual. 


F. Courtroom Attire: Class A or B uniforms are appropriate for courtroom appearances. If a long 
sleeve shirt is worn with the class A or B uniform, a tie must be worn. A long-sleeved shirt with 
open collar and visible undershirt (either T-shirt or mock-turtleneck) is not generally permitted. 
Class C Uniforms may be worn only under specific authorization. Personnel may also wear 
civilian clothing in accordance with City AP # 38, Sec. II, “Appropriate Work Attire,” as 
follows: 


For Women: Business suit, pantsuit, dress, skirt (no higher than two inches above the knee) or 
dress pants accompanied by blouse, business shirt, sweater or sweater set. Business shoes and a 
form of hosiery or socks (pants only). 


For Men: Business suit or dress pants accompanied by dress/business shirt, tie and belt and sport 
coat/blazer. Business shoes and socks. 


III. Grooming for Uniformed Sworn and Civilian Personnel: Employees will maintain a neat, clean, and 
professional appearance. Hairstyles will not interfere with the proper wearing of headgear or safety 
equipment. The appropriate Bureau Commander must authorize deviation from these standards. 


A. Hairstyles for uniformed officers, plain-clothes officers and for civilian employees must not be 
“extreme” or “faddish”. Hair coloring must be natural looking tones; unnatural colors such as 
green, purple, blue, etc., are not permitted. 


1. Females: The hair must be clean, neat and well groomed. Hair shall not extend below the 
bottom of the collar for uniformed officers. Long hair must be arranged to meet this 
requirement. Large, flashy barrettes or pins are prohibited. Hairstyles and the bulk of the 
hair will not interfere with the proper wearing of departmental issued headgear, protective 
facemasks or other equipment. 


2. Males: Men’s hair must be neatly clean and well groomed, and it may not extend below the 
middle of the ear, fall below the eyebrow, or fall below the top of the collar in the back of the 
neck. Sideburns shall be neatly trimmed, shall end with a clean-shaven horizontal line and 
may extend downward to the lowest part of the earlobe. Hairstyles and the bulk of the hair 
will not interfere with the proper wearing of departmental issued headgear, protective 
facemasks or other equipment. 


B. Facial Hair 
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1. Neatly trimmed mustaches are permitted provided they do not extend more than one-half 
inch beyond the corner of the mouth or below the upper lip. No other facial hair for sworn 
officers is allowed. Civilian personnel may have neat and well groomed beards or goatees. 


2. During the course of conducting their sworn duty, officers may become involved in work 
activities that require the use of a tightly fitting respirator face-piece. In accordance with the 
manufacturer’s recommendations, and testing standards set forth in OSHA regulation 
1910.134, personnel must maintain grooming standards so as not to interfere with the proper 
seal of the face piece, or otherwise compromise the proper functioning of any and all safety 
equipment. No facial hair is permitted which may cross the respirator sealing surface. This 
includes any stubble, beard growth, beard, mustache or sideburns. 


3. Any officer who has a facial skin condition which would be aggravated to a significant 
medical degree if required to be close-shaven may request a temporary exemption from 
section III.B herein. This exemption shall be effective for a maximum of one year, however 
may be re-granted upon medical re-evaluation and determination that the condition is 
ongoing. 


4. An officer who has submitted a request for an exemption will be classified as a “Limited 
First Responder,” as defined below, until such time as the officer is medically cleared and 
properly fit-tested to utilize an Air Purifying Respirator (APR). 


a. First Responder — Those individuals who, in the early stages of an incident, are 
responsible for the protection and preservation of life, property, evidence, and the 
environment. This includes all sworn personnel and selected non-sworn personnel whose 
response may be required. 


b. Primary First Responder — Those personnel who are most likely to arrive first on the 
scene in the early stages of an incident. This includes, but is not limited to, sworn 
personnel assigned to the Patrol Operations Division, Community Services Division, 
School Resource Officers, Special Units and the Strategic Traffic Unit. 


c. Limited First Responder — Any employee who would ordinarily be designated as a First 
Responder, but has not been properly trained, fit-tested and medically cleared for APR 
usage, and is otherwise fit for duty. 


5. If the condition is determined to be ongoing, the officer must (at a minimum) annually: 
a. Submit written request for such exemption to the Chief of Police; and 
b. Undergo medical re-evaluation. 


6. The requesting officer shall provide written medical confirmation of his facial skin condition 
from his personal dermatologist to the City Physician no later than ten calendar days from the 
date of his request. The dermatologist shall provide medical certification utilizing the City’s 
evaluation form which will indicate: 


a. The medical management necessary; 

b. The minimum facial hair growth required to permit the officer to avoid significant health 
consequences; and 

c. The length of time (days/months) for which the exemption is required. 
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7. The requesting officer shall continue working his regular schedule and any previously 
approved secondary employment during this period. While awaiting medical confirmation, 
the offices shall be permitted to wear facial stubble. 


8. The City Physician shall send a report directly to Human Resources Management (HRM) and 
HRM shall notify the Chief of Police of the results of the medical evaluation and 
confirmation thereof. 


9. The Chief of Police, or his or her designee, shall notify the requesting officer in writing of 
the granting or denial of the temporary exemption within five calendar days of receipt of 
information from HRM. A copy of the Chief’s decision shall be made a part of the officer’s 
personnel file. 


10. When an exemption is approved, facial hair growth shall not exceed the Dermatologist’s 
recommend minimum necessary facial hair growth to permit the officer to avoid verified 
significant health consequences. The exemption shall not be approved for long facial hair 
and or long beards. 


11. Officers seeking a temporary exemption shall cooperate with the City and agree that their 
personal Dermatologist will provide the City with medical information, and that the City is 
authorized to contact their physician for purposes of this policy. Failure of an officer to 
cooperate may result in denial of the exemption and/or disciplinary action in accordance with 
the City’s Employee Standards of Conduct and/or other applicable Police Department 
policies. 


12. An officer’s entitlement to use any authorized leave from duty based on a facial skin 
condition shall not be affected by this policy. 


C. Dental Ornamentation: The use of gold, platinum or other veneers or caps for purposes of 
ornamentation is prohibited. Teeth, whether natural, capped or veneer, will not be ornamented 
with designs, jewels, initials, etc. 


D. Fingernails — men’s fingernails shall not exceed past fingertips and shall be kept clean. 
Women’s fingernails shall not exceed % inch measured from the fingertip and shall be kept 
clean. Women may wear nail polish but colors shall be conservative and compliment skin tone. 
While in uniform nails shall not be decorated or embossed with designs or like ornaments. 


IV. Plain Clothes Sworn and Civilian Personnel 


A. Dress Code: Sworn and civilian employees wearing plain clothes on duty will present a neat, clean 
and professional appearance, and will wear acceptable conservative business attire, in accordance 
with Portsmouth City Administrative Policy #38, “Dress Code Policy.” Employees who attend 
mandatory or departmentally sanctioned activities will dress in a manner appropriate for those 
activities. The Chief of Police or the appropriate Bureau Commander may authorize deviations from 
these standards. 
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B. Facial Hair: Plain-clothes sworn personnel will comply with the facial hair guidelines established for 
uniform personnel . The appropriate Bureau Commander may authorize the wearing of beards by 
members of a unit, consistent with the special demands and needs of the unit. 

V. Identification 

A. All employees are issued official police identification cards stating their position within the police 

department. Employees will carry this card at all times unless such possession would jeopardize an 


investigation and/or place the employee in danger. (2.2.7) 


B. All employees will respond to any request to show their official identification unless such request 
would jeopardize an investigation and/or place the employee in danger. (2.2.7 a) 


APPROVED: 
Edward G. is, Chief of Police 
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